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Today’s Quote

“The grants community should 
expect the demands to protect 
federal funds will only increase in 
the future.”

- Management Concepts, Federal Grants Management Training



Today’s topics

 Grant Award Agreements

 Administrative Requirements

 Federal Cost Principles

 Reporting requirements

 Changes in report templates 
effective for SCBGP-FB14

 Reporting processes



SCBGP-FB Agreements

SCBGP-FB
CYCLE

AMS AGREEMENT
EXPIRATION DATE

PROGRAM
COORDINATOR

SCBGP-FB12 9/29/2015 Ashley

SCBGP-FB13 9/29/2016 Lisa

SCBGP-FB14 9/29/2017 Ashley



S I G N A T U R E  ( C O V E R )  P A G E

G E N E R A L  R E Q U I R E M E N T S

S C O P E  O F  W O R K  - P R O J E C T  S P E C I F I C

C H A N G E S

A M E N D M E N T S

Grant (Sub) Award Agreements





Signature (Cover) Page

• Project Title

•Grant Award Amount

•Agreement Execution Date

• Termination Date

• Signatures 



Provisions

• It is important that you read and understand all of 
the provisions of your agreement.

• We will only highlight some of them.





Provisions (page #s may vary)

• General Requirements – Page 4

• This Agreement shall be governed by and 
construed in accordance with the laws of the 
State of Arizona.

• The Grantee shall obtain and maintain all 
licenses, permits, and authorizations necessary to 
perform its obligations under this Agreement.  
The Grantee is responsible for compliance with 
all applicable local, state, and federal laws.



Provisions (page #s may vary)

• General Requirements (Cont’d) – Page 4

• The Grantee shall comply with:

• the Specialty Crop Competitiveness Act of 2004 of Public Law 108-465 as amended (7 
U.S.C. § 1621 note);

• specialty crop block grant program regulations at 7 C.F.R. Parts 1290 and 1291;

• uniform federal grant regulations at 7 C.F.R. Parts 3015 and 3016 for State, Local and 
Tribal governments; 

• uniform federal grant regulations at 7 C.F.R. Parts 3015 and 3019 for Colleges, 
Universities and Non-Profits; 

• OMB Circular A-133, audit requirements at 7 C.F.R. Part 3052;

• and excluded and disqualified participant requirements at 2 C.F.R. Part 180, subpart C;

• USDA-AMS Specialty Crop Block Grant Program, General Award Terms and Conditions 
(last updated: 4/15/14).

http://www.ams.usda.gov/AMSv1.0/getfile?dDocName=STELPRD3109962
http://uscode.house.gov/view.xhtml?req=specialty+crop+block+grants&f=treesort&fq=true&num=0&hl=true&edition=prelim&granuleId=USC-prelim-title7-section1621
http://www.gpo.gov/fdsys/pkg/CFR-2012-title7-vol10/pdf/CFR-2012-title7-vol10-part1290.pdf
http://www.ecfr.gov/cgi-bin/retrieveECFR?gp=1&SID=24f5a84c309bd4f162183086a3acf74a&ty=HTML&h=L&r=PART&n=7y10.1.1.1.23
http://www.gpo.gov/fdsys/pkg/CFR-2012-title7-vol15/pdf/CFR-2012-title7-vol15-part3015.pdf
http://www.gpo.gov/fdsys/pkg/CFR-2012-title7-vol15/pdf/CFR-2012-title7-vol15-part3016.pdf
http://www.gpo.gov/fdsys/pkg/CFR-2012-title7-vol15/pdf/CFR-2012-title7-vol15-part3015.pdf
http://www.gpo.gov/fdsys/pkg/CFR-2012-title7-vol15/pdf/CFR-2012-title7-vol15-part3019.pdf
http://www.whitehouse.gov/omb/financial_fin_single_audit/
http://www.gpo.gov/fdsys/pkg/CFR-2012-title7-vol15/pdf/CFR-2012-title7-vol15-part3052.pdf
http://www.ecfr.gov/cgi-bin/text-idx?c=ecfr&tpl=/ecfrbrowse/Title02/2cfr180_main_02.tpl
http://www.ams.usda.gov/AMSv1.0/getfile?dDocName=STELPRDC5106965


Provisions (page #s may vary)

• General Requirements (Cont’d) – Page 4

• The Grantee shall comply, as applicable, with:

Colleges and Universities
• federal cost principles at 2 C.F.R. Part 220 (OMB Circular A-21) 

State, Local and Tribal Governments
• federal cost principles at 2 C.F.R. Part 225 (OMB Circular A-87) 

Non-Profit Entities
• federal cost principles at 2 C.F.R. Part 230 (OMB Circular A-122) 

http://www.whitehouse.gov/sites/default/files/omb/fedreg/2005/083105_a21.pdf
http://www.whitehouse.gov/sites/default/files/omb/fedreg/2005/083105_a87.pdf
http://www.whitehouse.gov/sites/default/files/omb/fedreg/2005/083105_a122.pdf


Provisions (page #s may vary)

• Audit of Records (Records Retention) – Page 5
• State and Local Governments and Universities – 3 years from expiration date
• Non-profits and private entities – 5 years from expiration date

• Project Period – Page 6 
• Execution Date is date of last signature (usually the Director’s)
• Expiration Date as indicated in the agreement (based on proposed timeline)
• Expenses must be incurred within the project period

• Payments – Page 7 or 8 and 11
• Reimbursement requests must include supporting documentation
• Payments are conditioned upon receipt of documentation and approval by 

the Program Coordinator
• Payments may be adjusted or withheld until deliverables are satisfied 



Provisions (page #s may vary)

• Procurement – Page 8-11
• General Policies
• Procedures
• Contract Requirements
• Records

• Unexpended Funds – Page 12
• Must notify ADA of potential unspent funds as soon as possible
• No later than 60 days prior to expiration date
• Agreements are limited to two years with limited no-cost extensions

• Recoupment of Payments – Page 12
• The ADA will demand repayment of any reimbursed expenses that are later 

determined to be unallowable

• Amendments – Page 13
• Changes requiring amendments
• Amendments for no-cost extensions will be limited 



Scope of Work (begins on page 19)

• Contact Information

• Prior Approval Requirements

• Deliverables – includes new reporting template

• Project Summary

• Project Budget

• Work Plan

• Expected Measurable Outcomes



Changes Requiring Notification

• Absence or change in Key Personnel or Leadership change 
for a period of more than 3 months

• Significant changes to the Scope of Work for the project 

• When extension of time in project period is necessary
• subject to limitations

• When funds are reallocated within the most recent 
approved project budget 

• Send an email to the Program Coordinator



Changes Requiring Amendments

• Any change in Scope of Work that affects the expiration 
date and/or the Expected Measurable Outcomes

• Any change in Scope of Work that significantly affects the 
project’s previously approved Workplan/Timeline

• Any change in the project budget that cumulatively 
exceeds 20% of the original project budget



Amendment Requests

• Change in Scope of Work or Budget:
Submit in writing (via e-mail) using the Agreement Amendment form:  

Description of the change
Justification for the change
Signature

• Extension of Grant Agreement (subject to limitations):
Submit in writing (via e-mail) using the Agreement Amendment form 
no later than 60 days prior to the award expiration date:

Length of additional time required with justification
Summary of progress to date
Estimate of remaining funds
Projected timetable for completion
Signature



Amendment Requests

• Non-Profits and State Agencies will submit request directly to Program 
Coordinator

• Universities will submit request through Sponsored Projects

• Amendment is executed upon both signatures 







Q U A R T E R L Y  R E P O R T S

R E I M B U R S E M E N T  R E Q U E S T

F I N A L  P E R F O R M A N C E  R E P O R T

R E P O R T  I D E N T I F I C A T I O N

Reporting Requirements



Quarterly Reporting

•Budget Report – Appendix A
• shall be accompanied by reasonable assurance (documentation, 

receipts, invoices, etc.) that the goods and services for which 
payment is requested were actually received and performed

• Initial reports will be prepared by SCBGP staff 

•Signed Activity Report – Appendix B
• For salaries and benefits charged to the grant
• Effort reports for Colleges and Universities

•Narrative Report – Appendix C
• New template for SCBGP-FB14 grants
• Highlights references to sections of original proposal



Source Documentation

•Why ALL source documentation?

• To confirm the allowability of costs

• The ADA is accountable to the Federal funding agency – it 
would be our responsibility to cover (and recover) any 
unallowable expenses discovered in the future

• Protects the ADA and the sub-grantee

• Even if sub-grantee is subject to A-133 audit because 
auditors are not familiar with SCBGP-FB specific program 
regulations – only general federal regulations



Source Documentation

• Problems we have found

• Duplicate charges when multiple grants overlap funding cycles

• Charges to the incorrect grant when multiple grants are in the same funding cycle

• Charges to the incorrect grant when multiple grants are in different funding cycles

• Charges that belonged to a non-SCBGP-FB project

• Charges not allocated properly between SCBGP-FB and/or non-SCBGP-FB projects

• Charges for meals during a meeting where participants were not in travel status – also 
duplicate charges

• Charges for alcoholic beverages during travel status

• Charges outside of the project period



Source Documentation

•Source documentation will be required 
until the ADA has determined an 
acceptable level of risk.



Budget Report – Appendix A



Budget Changes

• Obtain pre-approval from the Program Coordinator before 
any funds are reallocated within the most recent approved 
project budget.  

• Amend agreement if cumulative budget change(s) exceed 
20% of the project’s original total budget.



Budget Change Approval



Example



Example



Allowable Costs

• State, Local and Tribal Governments - 2 CFR 225 
(OMB Circular A-87). 

• Colleges and Universities - 2 CFR 220 (OMB Circular 
A-21).

• Non-Profits - 2 CFR 230 (OMB Circular A-122). 

• For Profits - 48 CFR Part 31.2.  

http://www.whitehouse.gov/sites/default/files/omb/fedreg/2005/083105_a87.pdf
http://www.whitehouse.gov/sites/default/files/omb/fedreg/2005/083105_a21.pdf
http://www.whitehouse.gov/sites/default/files/omb/fedreg/2005/083105_a122.pdf
http://www.ecfr.gov/cgi-bin/text-idx?c=ecfr&sid=9b6facc60293cad8d7dd87f703f5f2fe&rgn=div6&view=text&node=48:1.0.1.5.30.2&idno=48


Criteria for Allowability

• No matter which cost principles apply:

1. Reasonable and necessary;

2. Permissible under the project;

3. Allocable to the project;

4. Consistently treated as either a direct or an indirect cost;

5. Not included as a cost or a match/cost-share for another federal 
program, unless specifically authorized;

6. Net of all applicable credits; and

7. Adequately documented



Allocability

• You must be able to document a reasonable allocation for 
costs that have the potential to benefit other projects for 
items such as:

• Printer ink
• Vehicle maintenance
• Lab supplies



Exclusions

• No administration/indirect costs may be allotted to the projects. 

• Travel expenses associated with the project shall follow the 
Arizona State Travel Policy as outlined in Section II-D of the 
State of Arizona Accounting Manual, which can be viewed at 
http://www.gao.az.gov/publications/SAAM/default.asp. 
• NOT FEDERAL TRAVEL POLICIES

• Funding cannot be utilized for meals, with the exception of the 
actual cost of meals (not exceeding State rates) consumed during 
periods of official travel.

• Grant funds may not be used to fund political activities in 
accordance with provisions of the Hatch Act (5 U.S.C. 1501-1508 
and 7324-7326).

http://www.gao.az.gov/publications/SAAM/default.asp


Support of Salaries and Wages (Activity Reports)

• Comply with 2 CFR Part 225 or 2 CFR Part 230, Appendix B, 8

• Based on documented payrolls
-kept in grantee’s files for review by the Grant Program Coordinator and 

Federal Agency 

• Employees who work solely on grant must:
-support their salaries and wages with a signed “certification” at least      

semiannually 

• Employees who work on multiple activities must support their salaries and 
wages with activity reports that:

-include after‐the‐fact reporting of actual distribution of activities
-account for total (salary and ERE) of the employee’s compensated 
activities
-include the employee’s signature
-prepared at least monthly and coincide with one or more pay periods

http://www.whitehouse.gov/sites/default/files/omb/fedreg/2005/083105_a87.pdf
http://www.whitehouse.gov/sites/default/files/omb/fedreg/2005/083105_a122.pdf


Activity Report– Appendix B



Colleges and Universities

• Effort Certification for Salaries and Wages – The Grantee shall submit 
an effort certification for any salaries and wages charged to the grant. 
The effort certification will be submitted semi-annually in accordance 
with 2 C.F.R. Part 220 (OMB Circular A-21). A signed activity report 
(Appendix B) will be submitted for any salaries and wages that are 
charged to the grant, but not included in the semi-annual effort 
certification. The signed activity report will be submitted no later than 
forty five (45) calendar days after the Agreement termination date.



Narrative Report– Appendix C



Quarterly Reporting Schedule

Reporting Periods Report Due on or before
October 1 – December 31 January 31
January 1 – March 31 April 30
April 1 – June 30 July 31
July 1 – September 30 October 31

Failure to submit timely reports may result in the forfeiture of 
payments. Reporting compliance is also a criteria that future grant 
applications are weighed upon. 



Reimbursement Requests

• May be submitted with each quarterly report or less 
frequently if no expenses have been incurred.  

• Must obtain pre-approval from the Program Coordinator 
before any funds are reallocated within the most recent 
approved project budget. 

• Universities do not complete reimbursement requests. 
Invoices and documentation are submitted by Sponsored 
Projects. 





Final Performance Reports

• A final report must be submitted to the Program Coordinator no later than 
forty five (45) calendar days after the Agreement termination date. 

• The final report must be approved by the Program Coordinator and AMS.  

• ADA will not disburse final payment until all requirements of the Agreement 
have been fulfilled.  

• All remaining grant funds or outstanding grant funds must be reconciled.  

• The final narrative report shall address all points listed beginning on page 23 
of agreement, “Final Performance Reporting Requirements.”

• New requirements for SCBGP-FB14 grants.

Failure to submit timely final reports may result in the forfeiture of 
final payment.



Final Performance Report



Report Identification

• Identify the Agreement number in all reports submitted to the Program 
Coordinator. 

• The Grantee shall include the following language in all reports prepared for 
this Agreement and in any publications, printed materials and audio 
visuals generated with the financial support of the Arizona Department of 
Agriculture:

“The Arizona Department of Agriculture, Agricultural Consultation and 
Training has funded all or a portion of this Project using Specialty Crop 
Block Grant funds provided by the USDA, Agricultural Marketing Service.”

“The views or findings presented are the Grantee’s and do not necessarily 
represent those of the Arizona Department of Agriculture, the State of 
Arizona or the USDA.”



Report Identification for SCBGP-FB14

• Identify the Agreement number in all reports submitted to the Program 
Coordinator. 

• The Grantee has the option to include an acknowledgement of support in 
reports prepared for this Agreement and in any publications, printed materials 
and audio visuals generated with the financial support of the grant. If the 
grantee chooses to include an acknowledgement of support it must read as 
follows:

“This publication [or project] was supported by the Specialty Crop Block 
Grant Program at the U.S. Department of Agriculture (USDA) through grant 
{Insert Grant Agreement Number}. Its contents are solely the responsibility 
of the authors and do not necessarily represent the official views of the 
USDA.” 



U N I V E R S I T Y  P R O C E S S

N O N - U N I V E R S I T Y  P R O C E S S

R E P O R T  S U B M I S S I O N

Reporting Processes



University Process

•Quarterly narrative reports submitted to Program Coordinator by PI

• All quarterly budget reports and source documentation submitted 
directly to Program Coordinator by Sponsored Projects

• Semi-annual effort certification submitted to Program Coordinator by 
Sponsored Projects

• Final Performance Reports  and applicable signed activity reports 
submitted to Program Coordinator by PI



Non-University Process

•All reports (including Activity Reports), source 
documentation, reimbursement requests, amendment 
forms, etc. submitted directly to Program Coordinator



Report Submission

•Reports, source documentation, forms, etc. must be 
submitted to the Program Coordinator via electronic mail

•Narrative portions must be submitted in Word format

•Forms requiring signatures may be submitted via fax or 
scanned PDF



Site-Visits

•The ADA may conduct site-visits or desk reviews in 
the summer of 2015.



Upcoming Grant Cycle

• We are currently working on the Grant Manual (Call 
for Proposals) for this year’s grant cycle

• We anticipate the announcement to be in mid-February

• There will be several significant changes in the 
application process as well as program guidance, 
regulations, etc.

• If you are planning to apply, we highly encourage you 
to participate in our pre-award webinar which is 
currently scheduled for the first week in March. The 
exact date will be published in the Grant Manual



Forms and Contacts

•All forms are available on-line at:

https://agriculture.az.gov/specialty-crop-block-grant-
program-farm-bill

Lisa James or Ashley Worthington
Program Coordinators
Arizona Department of Agriculture
1688 West Adams Street
Phoenix, Arizona 85007
Phone:  602-542-3262 or 602-542-0972
Toll Free:  800-294-0308
Fax:  602-364-0830
Email:  ljames@azda.gov or aworthington@azda.gov

https://agriculture.az.gov/specialty-crop-block-grant-program-farm-bill
mailto:ljames@azda.gov
mailto:aworthington@azda.gov


QUESTIONS?


